Please note: Conference Call Meeting Number is: 744025144,
There is no Password Required.

Connecting to the online training session

We recommend starting this connection process at least 30 minutes before the start of the training session so
you are able to complete it and enter the session on time.

Step 1. Go to the website https://www.mymeetings.com/nc which is shown below. If this is your first visit to
this website you will need to install the WebEx Plug-In. Scroll down to the bottom of this page and click the
link for Plug-ins.

| MyMeetings - Microsoft Internet Explorer

File Edit Wiew Fawvorites Tools Help

eBack - h) \ﬂ @ _;\] /.._\J Search \F;‘\? Favarites e} r'hs :,_,'_ - _I ‘5

Address |@ https: unas, mymeetings. com/emeet)joinjinde:x. jsproustomHeader=mymeetingss: V| Go Lirks **

Join An Event

Leaders: Start an Instant Met Conference.

Mote: Bold fields are required. Passcode is case sensitive.

Conference f/Meeting Number:

Conference/Meeting Passcode:

Your First Name:

E-mail Address:

Company:

|
|
|
Your Last Name: |
|
|
Title: |

[J Remember me on this computer,

[ 1 have read and agree to the Conferencing Privacy Policy, Please note that if yvou do not indicate your
agreement by checking the box, you will not be able to enter the conference.

@Done D é 0 Inkternet



https://www.mymeetings.com/nc

Step 2. A new window will open with a list of programs that you can install. Click the first link under the
heading WebEx Plug-Ins called “Download Meeting Manager Installer for Internet Explorer”.

Plug-ins - Microsoft Internet Explorer

File Edit View Fawvorites Tools  Help

: R — . :
@B JE > \ﬂ @ _;J P i | Search 'iE’Favorites 6‘3 2 - | i

address
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Plug-ins

B Microsoft® Office Live Meeting 2003 Plug-Ins
Check ¥our Browser (automatically downloads normal plug-in)
Live Meeting Client Standalone Installer for Windows

* ZIP file {alternative download process)

Microsoft® PowerPoint@® Add-in (Optional enhancement)
Sun's Official Java Wirtual Machine (1¥#) (Sun J¥M)

WebEx Plug-Ins
Download Meeting Manager Installer for Internet Explorer
Download Meeting Manager Installer for Metscape Mawvigator
Download Meeting Manager InstallShield Installer
Download Meeting Manager Installer for Mac 0S5 %
Download WebEx Universal Communications Toolkit 2.1
Download Recorder and Player Installer for Windows
Download Player Installer for Mac 05 ¥
Download Player only (for * . wrf files) for Windows
Download Player only (for * . wot files) for Windows
Download Recording Editor for Windows

WebEx Note:

+« Meeting Manager for Solaris
The Meeting Manager for Solaris is automatically downloaded, installed, and
configured the first time you start or join a meeting,
Option for presenters only: For maximum performance during application
sharing and desktop sharing, presenters on Salaris whao have a root passwaord
can install the webEx xShare extension. Follow these instructions:
1, Download the WebEx ®Share installer for Solaris
2, Open a terminal and type chmod +x whxsetup-ushare.bin
3. Type .Swhxsetup-wshare.bin and follow the on-screen instructions,
+« Meeting Manager for Linux™
The Meeting Manager for Linux is automatically downloaded, installed, and
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Step 3. When you click the link a new applet will appear asking what you want to do with the file. Click the
Run button.

35 3 puug.ins - Microsoft nternet Explorer B
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Address @ htkps:{ frmee, mymeetings. com/emeet/join/src/plugins_mm. php V| Go Links
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Plug-ins

B Microsoft® Office Live Meeting 2003 Plug-Ins
Check Your Browser {automatically downloads normal plug-in}
Live Meeting Client Standalone Installer for Windows

ZIP file (Alternative download ST, PR Security Warning
Microsofti® PowerPoint® Add-in

Sun's Official Java Yirtual Machin

Do you want to run or gave this file?

Mame:  atrcie.msi
Type: Windows Installer Package, 3.35 MB

WebEx Plug-Ins
Download Meeting
Download Meeting Manager Instd e
Download Meeting Manager Instj
Download Meeting Manager Inst [ Aun ] [ B J [ Canios! ]
Download WebEsx Universal Corn

Download Recorder and Player In

Download Plaver Installer for Mad

“P ‘while files from the Intermet can be uzeful, this file type can
*
Download Player only (for *.wrf patentially harm vour computer. |f you do not truzt the source, do not
Download Player only {for *, wot

Tun or save this software. ‘What's the risk?
Download Recording Editor for Wi

WebEx Note:

+« Meeting Manager for Solaris
The Meeting Manager for Solaris is automatically downloaded, installed, and
configured the first time you start or join a meeting.
Option for presenters only: For maximum performance during application
sharing and desktop sharing, presenters on Solaris who have a root password
can install the WebEx ®Share extension, Follow these instructions:
1. Download the WebEx XShare installer for Salaris
2. Open a terminal and type chmod +x whxsetup-zshare. bin
3. Type .fwhxsetup-rshare.bin and follow the on-screen instructions.,
+ Meeting Manager for Linux™
The Meeting Manager for Linux is automatically downloaded, installed, and

@ @ é 0 Internet
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Step 4. The website will now download the WebEx program onto your computer, this may take 2-15 minutes
depending on your internet connection and computer performance.

\_) @ @ ih /__) Search ‘:_;E—‘Favorites @ L_:::v :‘f - _J 3

Address |@ https: | fvae, mymeetings. comjemeetfjoin/src/plugins_mm.php V| =1 Go Links *

Plug-ins

B Microsoft® Office Live Meeting 2003 Plug-Ins
Check Your Browser (automatically downloads normal plug-in)

Live Meeting Client Standalone Installer for Windows
*

.M (;’:«Itematwe downlo;d M 7% of atmcie.msi Completed
Microsofti PowerPoint@® Add-in (O
Sun's Official Java Wirtual Machine

WebEx Plug-Ins

Download Meeting Manager Installef Opsning:
Download Meeting Manager Installef atmie.msi from mei.webex.com

Download Meeting Manager InstallS (amm )
Download Meeting Manager Installe Estimated time left 31 sec {247 KB of 3.35 ME copied)
Download to: Temporary Folder

Download WebEx Universal Cormrmur]
Download Recorder and Player Inst

Download Playver Installer for Mac O
Download Player only (for * . wrf file

Download Player only (for * wot fild Open Open Faolder

Download Recording Editor for Win

Transfer rate; 100 KBf'Sec

[ Cloze this dislog box when download completes

WebEx Mate:

s+ Meeting Manager for Solaris
The Meeting Manager for Solaris is automatically downloaded, installed, and
configured the first time you start or join a meeting,
Option for presenters only: For maximum performance during application
sharing and desktop sharing, presenters on Solaris who have a root password
can install the webEx xShare extension. Follow these instructions:
1. Download the WebEx ®Share installer for Solaris
2, Dpen a terminal and type chmod +x whrsetup-zshare.bin
3. Type fwhysetup-ushare. bin and follow the on-screen instructions,
e Meeting Manager for Linux™
The Meeting Manager for Linux is automatically downloaded, installed, and

[
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Step 5. When the download has completed you will be asked if you want to run the program. Click the Run
button to continue with the installation.
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Address |@ https: | fvae, mymeetings. comjemeetfjoin/src/plugins_mm.php V| =1 Go Links *
o~
Plug-ins
B Microsoft® Office Live Meeting 2003 Plug-Ins
Check Your Browser (automatically downloads normal plug-in)
Live Meeting Client Standalone Installer for YWindows
* ZIP file {(alternative download process)
Microsofti PowerPoint® Add-isatsust EELS LSS
Sun's Official Java Virtual MaclllEGERE SO {88V ET )
WebEx PIug—Ins :gﬁxgr‘laigher could not be verified. Are you sure you want to run this
Download Meeting Manager In|
Cownload Meeting Manager In BoGE I ]
Download Meeting Manager In Publisher: Unknown Publisher
Download Meeting Manager In|
Download WebEx Universal Co 2 ] [ Dar't Run J
Download Recorder and Playe
Download Player Instsller for b This file does nok hawve a valid digital signature that verifies its publisher, You
Download Player only (for * w @ should only run software From publishers you trust, How can I decide what
Download Player only (for * w software o run?
Download Recording Editor forl
WebEx Mote:
s+ Meeting Manager for Solaris
The Meeting Manager for Solaris is automatically downloaded, installed, and L
configured the first time you start or join a meeting,
Option for presenters only: For maximum performance during application
sharing and desktop sharing, presenters on Solaris who have a root password
can install the WwebEx xShare extension. Follow these instructions:
1. Download the WwebEx ®Share installer for Solaris
2, Dpen a terminal and type chmod +x whrsetup-zshare.bin
3. Type fwhysetup-ushare. bin and follow the on-screen instructions,
e Meeting Manager for Linux™
The Meeting Manager for Linux is automatically downloaded, installed, and

|
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Step 6. The InstallShield Wizard will now appear to walk you through the rest of the installation. Click the Next
button to continue.
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Rdde==s Address @ https: { e, mymeetings, comfemeetjoin/src/plugins_mm.php V| Go Links
~
Plug-ins
. Microsoft® Office Live i Meeting Manager, for Internet Explorer - InstallShield Wizard
Check Your Browser {autd
Live Meeting Client Stand Welcome to the InstallShield Wizard for
* ZIP file (Alternative dd Meeting Manager for Internet Explorer
Microsoft@® PowerPoint@
Sun's Official Java Yirtual The InstalShield{R) Wizard will allow vou ta modify, repair, or
remove Meeting Manager For Inkernet Explorer. To continue,
WebEx Plug-Ins dlick bext,
Download Meeting Manag
Download Meeting Manag
Download WebEx Universd
Download Recorder and P
Download Player Installer
Download Player only (fo
Download Playver anly (fo
Download Recording Edito
WebEx Note: ; )
F « Back I, Mext = ,] [ Cancel J
« [leeting Manager
The Meeting Manager 1or Solars 15 automatcaly qowrnloaned, msianed, and B
configured the first time you start or join a meeting,
Option for presenters only: For mazimum performance during application
sharing and desktop sharing, presenters aon Solaris who have a root passwaoard
can install the WebEx xShare extension, Follow these instructions:
1. Download the WebEx ®Share installer for Solaris
2. Open a terminal and type chmod +x whxsetup-xshare.bin
3. Type Swhxsetup-xshare.bin and follow the on-screen instructions.,
« Meeting Manager for Linux™
The Meeting Manager for Linux is automatically downloaded, installed, and v
E.I @Done é 0 Intermet =




Step 7. Make sure the “Complete” radio button is selected as in the following image and click the Next button.
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Edit  Wiew F: Tools  Help

Back \) @ @ :h Jl':) Search '*Zj\?Favorites -@

Address @ https: v, iy meetings. comemestfjoin/src/plugins _mm.php

Plug-ins

B Microsoft® Office Live

i Meeting Manager for Internet Explorer - InstallShield Wizard

Check Your Browser (aut
Live Meeting Client Stand| SetueType

* ZIP file (Alternative dg Choose the setup type that best suits your needs.
Microsoft@ PowerPoint@
Sun's Official Java Yirtual Please select a setup type,

WebEx Plug-Ins @ Complete

Download Meeting Manag
Download Meeting Manag
Download Meeting Manag

Download Meeting Manag
Download WebEx Univers

Downiosd Recorger an ] B G ethpog e o et ettt
Download Player Installer

Download Player only (fo
Download Player only (fo
Download Recording Edito

All pragram Features will be installed, (Requires the most disk
space,)

WebEx Mote:
[ < Back. H, ek = ] [

Cancel

]

e Meeting Manager

The Meeting Manager 1or Solars 15 automatcaly qownioaged, msianed, and
configured the first time you start or join a meeting,
Option for presenters only: For mazimum performance during application
sharing and desktop sharing, presenters aon Solaris who have a root passwaoard
can install the WebEx xShare extension. Faollow these instructions:

1. Download the WebEx ®Share installer for Solaris

2. Open a terminal and type chmod +x whxsetup-xshare.bin

3. Type Swhxsetup-xshare.bin and follow the on-screen instructions.,

« Meeting Manager for Linux™

The Meeting Manager for Linux is automatically downloaded, installed, and
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Step 8. Click the Install button to continue.

Plug-ins - Microsoft Internet Explorer

! Tools  Help _
@B QL:!’ -\‘) @ @ fh j‘:) Search *Favorites @ L»:_zv h—;; x :J ﬁ

Address|

Edit: View' Fe

Address |@ https: | fvae, mymeetings. comjemeetfjoin/src/plugins_mm.php V| Y—) G0 Links *

Plug-ins

| Microsoft® Office Live
Check Your Browser (aut
Live Meeting Client Stand

5 Meeting Manager, for Internet Explorer, - InstallShield Wizard

Ready to Install the Program

* ZIP file {alternative dg The wizard is ready ko begin installation,
Microsoft PowerPoint@
Sun's Official Java Virtual Click Install to begin the installation,
WebEx PIug—Ins éfx?got%;va?ztatr% Ireview or change any of your installation settings, click Back. Click Cancel ko
Download Meeting Manag
Download Meeting Manag =

Download Meeting Manag
Download Meeting Manag
Download WebEx Univers
Download Recorder and P
Download Player Installer
Download Player anly (fo
Download Player only (fo
Download Recording Edito

Irist:

WebEx Mate:

&« Meeting Manager
The Meeting Manager 1or Solafs 15 gutomaticaly qownloaded, nstaned, ang
configured the first time you start or join a meeting,

Option for presenters only: For maximum performance during application
sharing and desktop sharing, presenters on Solaris who have a root password
can install the webEx xShare extension. Follow these instructions:

1. Download the WebEx ®Share installer for Solaris

2, Dpen a terminal and type chmod +x whrsetup-zshare.bin

3. Type fwhysetup-ushare. bin and follow the on-screen instructions,

e Meeting Manager for Linux™
The Meeting Manager for Linux is automatically downloaded, installed, and

@ @ 2 @ Internet il
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File
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Address|

Address |@ hktps: | fwwn, mymeetings, com/emeetfjoingsrc/plugins_mm.php V| G0 Links *
o~
Plug-ins
. Microsoft® Office Live 5 Meeting Manager, for Internet Explorer, - InstallShield Wizard
Check Your Browser (autq
Live Meeting Client Stand Installshield Wizard Completed
* ZIP file (alternative dd
Microsoft PowerPoint®
Sun's Official Java Yirtual The Installshield Wizard has successfully installed Meeting
Manager For Internet Explorer. Click Finish to exit the wizard,
WebEx Plug-Ins
Download Meeting Manag
Download Meeting Manag
Download WebEx Universs
Download Recorder and P
Download Player Installer
Download Player anly (fo
Download Player only (fo
Download Recording Edito
WebEx Mote:
E = Back Cancel
s Meeting Manager
The Meeting Manager Tar Solans 15 autormaticaly dowrnloaded, mstaned, and L
configured the first time you start or join a meeting,
Option for presenters only: For maximum performance during application
sharing and desktop sharing, presenters on Solaris who have a root password
can install the WwebEx xShare extension. Follow these instructions:
1. Download the WwebEx ®Share installer for Solaris
2, Dpen a terminal and type chmod +x whrsetup-zshare.bin
3. Type fwhysetup-ushare. bin and follow the on-screen instructions,
e Meeting Manager for Linux™
The Meeting Manager for Linux is automatically downloaded, installed, and

|
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You will now see the screen which lists the different programs you can download, close this window using the

“X” in the upper right corner.




Step 9. You will now be back to the main login page. If the session you will be attending is in the future
(tomorrow, 2 hours from now, etc.) then you can close this window and you are done with the installation
process.

About 10 minutes before the start of the training session come back to this website and enter your information
in the fields as seen in the below image. Then click the Proceed button to log in.

A MyMeetings - Microsoft Internet Explorer

File Edit Wiew Fawvorites Tools  Help b

@Back - d \ﬂ @ ;j /.._‘J Search “‘}:1'\'( Favarites Q‘E < v :_:'\_ - _J 3

Address @ htkps: f v . mymeetings. comyemeet fjoinfindesx . jsp?joinId=7451 15050&joinP ass=&net Type=conferencedfirstame=DerrickBlastMame=Chase&IS0=200503161 7S00Z&AT V| Go Links >

25
My Meet ng
=
—_— e
Please use number
Join An Event EXAMPLE pro\/ided on the
Leaders: Start an Instant Met Conference’ IaSt page Of thls
document.
Mote: Bold fields are reguired. Passcode is case sensitive.
. _ Conference fMeeting Number: |?45115050 = |
Conference/Meeting Passcode: | |
Your First Name: |Derrick |
Your Last Name: |Chase |
E-mail Address: | |
Company: |ACS |
Title: | | B
[] Remember me on this computer.
I have read and agree to the Conferencing Privacy Policy. Please note that if you do not indicate vour
agreement by checking the box, you will not be able to enter the conference.
Froceed Feset
v

& =] S @ Internet




Step 10. The screen will change to the one you see below. Do not close this window or it will cancel the training
session. Sit back and wait for the Conference window to appear. This may take 2-5 minutes depending on your
computer’s performance.

‘3 Setting up WebEx - Microsoft Internet Explorer

Edit View Favorites  Tools  Help __
eBack = L\) B @ ih pSearch in'\'f‘Favorites @‘ @' :i\’ i D ‘ﬂ

Address @ https: ffmymeetings, webesx, com/mymeetings ftoal/ docshawload:, php?SessionID=310942597 &MextPageURL=showdoc. php%3FuserFullName % 300errick+Chase135.69. 16 V| Go Links >

One moment please...

Preparing Meeting Manager FE

Time remaining: less than 1 minute

Cancel |

@ Done é D Inkernet




Step 11. A second window will open that looks like the one below. It will show your name in the box on the

upper right along with the other people attending the training session. You will not be required to click or open
any other windows at this point. A member of the ACS training team will control the screens you see after this
and will show you the process of creating and managing your tax returns online.

WebEx Meeting Manager. - Instant Net Conference

File Edit Share Wiew Tools Participant Meeting Help

M- d| €]

p | @@-BE0N[2AQ-O-|0-
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Host: CRAIG GALLER

ki

Topic: Instant Net Conference

Meeting number:745 115 050

3

EXAMPLE

of

Participants | Polling | video |

Participants: 37

@ CRAIG GALLER (Host)
Adia Guy

Bill Maurer

Brad Peterson
Chris Tugwell
Damita Baker

dean oyler

& Derrick Chase
DIAME SHAYY
DOMMA WHITLOC K
Ellen Banks
George Higdon
jack leathers

jack leathers

[M: Raise Hand

|_Q Mute

<

HNAN | R A

Meeting nurnber: Y45 115 050

| & Connected |O

Chat ] Motes l

Send to: | A Participants

j Send |
FI'IV;\EH:E $

The conference meeting number is 744025144. There is no pass code required. It is recommended that
you perform this download either the day before or several hours before the conference in order to expedite the

training session.

At this time you should also be calling the toll free conference number to listen to the instructions of the
training. The number is 1-866-762-7058 and then enter the Access Code of 5568908. Please do not place the
call on hold during the training session since this may cause music to be played while others are participating in
the training. To eliminate background noises it is recommended that you utilize the mute button on your phone.

If you have any difficulty connecting to the online training session please call Derrick Chase (ACS employee)
at 602-412-2075 for assistance.




